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Overview
Trigger:

Agency payroll staff wants a report showing the schedule of pay periods, holidays, and
check dates for a particular year.

Business Process Procedure Overview

This report allows agency staff to view the pay period begin, end, holiday and check dates.

Procedural Steps

1. Access transaction by:

Via Menu Reports - other > Display pay period dates etc

Via Transaction Code | Z PAY_PERIODS

Via Favorites Menu Display pay period dates

Double click on “Display pay period dates etc” and the following screen will appear:

| ast chanaed on* | ast chanaed hv* \/ersion- 10 Pane*

10/16/2003 Phansen 10fd




Accgl:?ted BUSINESS PROCESS
PROCEDURE
State of T .
Utah O.rganlzatlonIArea. Payroll Department
Title: Report of Pay Period Dates Etc.
File Name: HATRAINDOC\FOLIO\Payroll\convert\Repor | Release: R/3 4.6C
ts - Pay Period Dates Etc.doc
Responsibility: Dept and/or role of responsible person(s) Status: Issued: 10/16/2003  Revised:
Agency Payroll Staff

) |-

Payroll Pay Periods Dates for Selected Year

wailable years: 003 &

Input — Available Fields Field Value

Available years 2003 — 2010

1.2  Specify the year. Select the year from the drop down list.

1.3 Click on the Execute button in the upper left area that looks like a clock to view
the report. An example of the report is below.
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Payroii Pay Periods Dates for Selected Year

PP

1
b2
03
o4
05
2]
oy
ba
o9
10
11
i
13
14
15
16
17
18
19
20
21
22
23
24
25
26

Beg date

Schedule of Pay Periods and Holidays Tor 2003

End date

Check date

Date Used

6140442003
B1418/2003
p2ie1/2003
B2415/2003
B3/4a1/2003
B341542003
0342942003
b441242003
b4/26¢2003
B5410/2003
0542442003
D& T 2003
OE# 2142003
Oy a5/ 2003
b7 #19/2003
Og/fe2/2003
B3M16/ 2003
bg/30/2003
0941342003
B9/ 272003
1041142003
1042542003
11488/2003
1142242003
12406/ 2003
1242002003

B1417¢ 2003
B1431/42003
b2d14/2003
p2428/2003
0341472003
O3/28/2003
b441142003
b4/25/2003
B5/09¢2003
05423742003
D&/ B6/ 2003
OE 2042003
Oyio4/2003
By #18/2003
B3/e1/2003
B3415/2003
bg29/2003
B9#1242003
09/ 26/ 2003
10410/2003
1042472003
114872003
1142142003
12405/2003
12419/2003
b1 te2i2004

B143142003
p2#14/2003
p2¢28/2003
0341442003
O3/28/2003
b4#1142003
b4425/2003
05/ 09/2003
B5/23/2003
OE/O6/ 2003
OE 20/ 2003
O7 a3/ 2003
By #18/2003
Bgia1/2003
B3i15/2003
bg/29/2003
B9/12/2003
b9/ 26/ 2003
1041042003
10424702003
11487/ 2003
11421742003
12/05/2003
1241942003
B1t02/2004
B1 41642004

B1420/2003

p2817 2003

0526/ 2003

Oyio4/2003

Oyi24/2003

B9/e1/2003

1041342003

114811742003
1142712003

1242542003
B1d4a1 2004

[ay

Man

Man

Man
Fri

Thu

Man

Man

Tue
Thu

Thu
Thu

Holdday

Martin Luther King Day

President's Day (US)

Memorial Day (US)
Independence Day (U5

Fioneer Day (U5-UT)

Labor Day (US)

Columbus Day (US)

Yeterans' Day (US)
Thanksgiwing Day (U5

Christmas Day
WNew Year's day

(Us)
(Us)

|[«1[>]

LDl

b [Dv1 (1) (140 b2l Duke OVR 7

14

To print the report, click on the print icon, or choose List > Print from the screen
heading toolbar.
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2 The report heading contains the following information:

>

The report title

2.2 The columns on the report are listed below with a brief description.
The pay period number.

PP

Beg date
End date
Check date
Date Used

Day

Holiday

The date of the first day of the pay period.

The date of the last day of the pay period.

The date payroll warrants are issued.

The date the holiday is observed.

The day of the week the holiday is observed.

The description of the holiday.
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